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Follow these steps to post a syllabus that students can download from "Course Documents"

1. Open a browser (e.g., Firefox, Internet Explorer) to https://blackboard.pace.edu/.

2. Enter your Pace credentials and click, “Login”.
Usemame:

Password:

3. Click the, “Courses” tab and click on the appropriate course.

My Resource Page Courses Community ePortfolio Bookstore Library Help

At this point, your, “Home Page” will be displayed.

4. Make sure that the, “Edit Mode” is on, displayed at the top-right of the screen. If the “Edit
Mode” is off, click the * OFI button to turn the “Edit Mode” on.

Bookstore Library Help

e | EdtModeis: (@D
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5. With the “Edit Mode” on, click “Course Documents”, found in the left panel.

U NI

——r

Home Page

H B

v Academic Technology
(academic-tech)

Home Page
Announcements
Staff Information
Course Documents

Test Group &

6. Hover your mouse over, “Build Content” and then click on, “Syllabus”.

blackboard.pace.edy
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Course Documants

m Sweccess: Syllabuy st Beowaed file nasne deleted.

¥ Academic Technology =
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e functions above to add it
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7. Enter a display name for the syllabus.
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Add Syllabu

A Syllabus is an outline course of study. It can contain course information,

' Indicates a required field.

NAME
2 Syllabus Name Course Syllabus
SYLLABUS
Create New Syllabus @ Use Existing File
Attach File / I Browse My Computer Browse Course

Select the, “Use Existing File” radio button and then click, “Browse My Computer”.
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Browse your computer for the correct syllabus file and click, “Open”.

Organize v New folder g= = il @Il
- . - 2 > 25 e
e Covories Name Date modified Type
B Desktop B Blackboard Collaborate Troubleshooting.... 11/25/2014 2:55 PM  PNG image
& Downloads L Creating a Collaborate Session in SAS.pdf 11/18/2014 9:48 AM  Adobe Acrobat D..
=) Recent Places X How to Copy a Blackboard Course.pdf 12 014 2:09 PM Adobe Acrobat D...
@5 How to Post a Course Syllabus in Blackb... 12/2/2014 4:02 PM Microsoft Word D...
4 Libraries = j@_’j Test syllabus.docx 12/2 Microsoft Word D...
| Documents |Rs| Troubleshooting Blackboard Collaborate ... 11,2 PNG image
J Music
b=/ Pictures
B2 videos
1% Computer
&= Local Disk (C:)
e Removable Disk| ~ < | L} J ’
File name: Test syllabus.docx - [All Files ']
[ Open lv} [ Cancel ‘

[

9. Ensure that the correct file is indicated and click on “Submit”

NAME

4~ Syllabus Name !Course Syllabus

SYLLABUS

Create New Syllabus @ Use Existing File

Attach File Browse My Computer Browse Course
Attached files

Action

[ Test syllabus.docx Create a link to this file Do not attach

Click Submit to proceed. Click Cancel to go back.
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10. In, “CONTENT INFORMATION”, enter any desired text.
CONTENT INFORMATION

2~ Name Course Syllabus
Color of Name . Black
Text

T T T Arial Y 3(12pt) v T ~:

1l
4
w

1
4
4

Syllabus Text Box Information. ..

11. Set the availability in the, “STANDARD OPTIONS” area and click, “Submit”.

STANDARD OPTIONS

Permit Users to View this e Yes No

Content

Track Number of Views Yes @ No

Select Date and Time Display After (6]

Restrictions _ — ) ) ——
Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Display Until ‘ (=)

Enter dates as mm/dd/yyyy. Time may be entered in any increment.
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12. The syllabus is now available for students to download from, “Course Documents”.

Success: Course Syllabus edited.

Course Documents

Build Content v Assessments v Tools v Partner Content v

Course Syllabus

Attached Files: [ Test syllabus(2).docx ¢ (11.126 KB)

Syllabus Text Box Information. ..

My Notes:
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